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The purpose of this book is to serve as a basis in developing in the student 
the ability to handle figures rapidly and accurately, and at the same time 
to acquaint him with the value of applying the Comptometer to all business 
calculations. 

The special prominence given to machine figuring in the commercial field 
is very strong evidence of its practical value. This work correlates easily 
with other commercial subjects in High School and it is reasonable to assert 
that there is no subject that arouses and maintains better interest, nor is 
there any subject that quickens the perceptive faculties and develops logical 
reasoning to a greater degree. Comptometer training merits a thorough 
investigation on the part of those responsible for the effective teaching of 
arithmetic. 

We have aimed to keep the problems practical and within the understanding 
of average students so that they will be able to meet the exacting demands 
of the business world. Each new topic is introduced by a discussion of the 
business activities related to it, and the problems and exercises are such as 
actually arise in business. The arrangement of various subject material in 
tabular form has been chosen to save space and to educate the student to 
an orderly arrangement of his own work. It has been deemed wise to include 
everything essential to the course in one volume which is divided into two 
parts, each to correspond to one semester of the school year. 

Experienced teachers may wish to handle the subject in their own way 
making some additions or substitutions, but the young teacher will, no 
doubt, find suggestions in the book helpful. The keyboard chart may be 
advantageously used especially in the teaching of all new subjects. It is 
intended that a part of each daily recitation be given to addition exercises, 
drilling carefully on the touch method and verifying the results at every 
point for proof in accuracy. Rhythm drills to develop an even touch and 
stroke can be taught with phonograph records specially adapted to this 
work. An explanation of the tests is given on the page entitled “Foreword 
to Teachers.” The teacher’s work will be greatly reduced if class instruction 
can be given, using the supplementary lessons for extra drill. Special assign- 
ments in mental figuring should be required in connection with the work in 
machine arithmetic, and the results compared for speed and accuracy. 
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•f OREWORD TO TEACHERS 



CORRECTION KEY 



The Comptometer is a key-driven adding and calculating machine and is manu- 
factured in three standard sizes. The keyboard is arranged in eight or more columns 

of nine keys which 
are grouped in al- 
ternating sections, 
colored green and 
white. Each key-top 
has a large and a 
small figure ; the large 
figures are used for 
addition and multi- 
plication and the 
small figures, for sub- 
traction and division. 
The register dials 
show the result of 
the calculation. The 
lever at the right 

clears the register dials. The numbered pointers are decimal pointers. The cut-offs 
at the left of each column are used for subtraction. The red key at the upper right 
hand corner is a “correction key” that releases the keyboard after a partial key- 
stroke error has been corrected. 




-CANCELLING LEVER 

✓ 

SUBTRACTION CUT-OFF 



DECIMAL POINTER 



REGISTER DIALS 



POSTURE 

A machine improperly placed is detrimental to speed and ease of operation. Teach- 
ers should see that each student is in a comfortable operating position. The machine 
may be placed at right angles or slightly to the right of the operator with the left 
edge in a direct line with the center of the body. The desk and the seat of the chair 
should be of a height to permit the feet to touch the floor and the fingers to rest 
comfortably on the keys. 

TESTS 

A series of Progress Tests covering the work of the previous period has been made 
a part of the text. 

Each test is divided into three separate units of work with a definite time limit 
on each. Three goals — Excellent,' Normal, and Fair — have been set and are shown 
at the bottom of the page. These standards are based upon a required number of 
problems solved correctly within the time given. 

All of the tests are closely related to the instructional work in the book and they 
should serve as a fair guide to the teacher in measuring the different levels of ability 
and also prove a stimulation to the pupils. 



HOW TO GIVE THE TESTS 

1. The tests should be given at the beginning of the recitation period, prefer- 
ably in separate units. 

2. Allow pupils time to look over the problems and to discuss the work. 

3. Rule an answer sheet and number the lines. 

4. Each pupil should look over the test schedule and set his goal before starting. 
Then, if time permits, he may work more problems and reach a higher goal. 
Start and stop all pupils at the same time. 

Record the results on the table in the back of book. 



5. 

6 . 



IV 



Lesson 1. 



ADDITION 

Addition is the process of combining two or more numbers and expressing the total 
as one number. This is the basis of all mathematical processes and forms a large 
per cent of all figure work and, therefore, of all Comptometer work. 

The touch method of addition is performed on the lower half of the Comptometer 
keyboard. This provides for the greatest degree of speed and accuracy and is 
simple and easy to learn. 

To the Teacher: Illustrate carefully the correct operating position and see that each 
student is comfortable and at ease before starting the work on the machine. From the 
keyboard chart explain the keys to use in addition, the correct fingering, and then 
demonstrate the method of depressing the keys with a smooth even stroke. Write 
column one on the blackboard and give the preliminary instruction from the board. 

The keys with the large figures 1 to 5 are 
used in touch addition. Combine num- 
bers for 6, 7, 8, and 9. There are no 
large cipher keys so skip columns in 
which naughts appear. 

The keys of the odd numbers 1, 3, and 5 
are concave ; the even numbers 2 and 4 
are flat-topped. This facilitates the 
touch method. 

Use only the first and second fingers of 
the right hand. Hold a pencil in hand 
between thumb and palm. This helps 
to balance the hand and the pencil is 

Position of pencil and hand in addition 3.1sO in r63.din.6SS for US6. 

Place the finger on the key and push it down until you feel it register. Lift finger 
slightly off the key after each stroke. If the keyboard locks, it is a signal of a partial 
keystroke. Correction rules for these errors will be taught as soon as you have 
acquired the right operating habits. 

For the first few days go very slowly, memorizing the keyboard and acquiring a 
full rhythmic stroke. Practise on the following examples, without looking at the key- 
board, until the key location is firmly fixed in the mind. Add down the column. 



1 . 


2. 


3. 


4. 


5. 


6. 


7. 


8. 


9. 


10. 


u. 


12. 


13 


14. 


15. 


11 


12 


11 


22 


23 


11 


11 


22 


32 


21 


12 


55 


22 


20 


30 


12 


23 


12 


23 


33 


21 


21 


32 


33 


32 


13 


45 


23 


32 


32 


22 


34 


22 


33 


34 


22 


22 


33 


34 


43 


23 


54 


24 


24 


34 


23 


45 


12 


23 


44 


32 


21 


32 


44 


54 


35 


24 


44 


43 


35 


33 


55 


22 


44 


45 


22 


22 


44 


54 


55 


55 


34 


43 


34 


33 


34 


44 


23 


34 


55 


33 


32 


43 


55 


44 


35 


53 


53 


30 


23 


44 


33 


33 


55 


44 


44 


33 


55 


44 


33 


43 


44 


35 


54 


43 


45 


22 


23 


45 


33 


54 


32 


54 


33 


22 


33 


24 


45 


53 


34 


55 


11 


22 


55 


22 


55 


33 


55 


22 


11 


22 


43 


54 


45 


20 


279 


279 


180 


334 


333 


294 


227 


370 


351 


315 


271 


376 


343 


335 


284 
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Lesson 2. 



ADDITION EXERCISES 



The following problems are selected to promote correct fingering and key location and should 
be added several times. Work very slowly; speed will come later. 

Proof of Addition: If the student is to be efficient in the business world, his work must be accurate. 
The simplest way to verify addition is to re-add beginning either at the top or bottom of the 



column. 



I. 


2 . 


3 . 


4 . 


5 . 


12 


34 


33 


12 


45 


23 


44 


32 


23 


54 


34 


45 


23 


34 


34 


45 


55 


34 


45 


45 


55 


54 


44 


54 


23 


54 


44 


43 


43 


32 


45 


43 


33 


32 


22 


44 


33 


32 


21 


23 


43 


34 


23 


12 


45 


34 


43 


22 


23 


' 43 


33 


32 


21 


34 


54 


22 


23 


23 


45 


34 


23 


33 


23 


54 


31 


22 


34 


22 


43 


43 


21 


45 


21 


34 


34 


11 


44 


11 


43 


52 


521 


640 


440 


552 


614 


n. 


12 . 


13 . 


14 . 


15 . 


23 


33 


13 


24 


14 


21 


45 


35 


42 


45 


12 


55 


55 


35 


34 


32 


54 


53 


53 


44 


34 


45 


31 


13 


13 


45 


43 


11 


31 


42 


44 


23 


12 


33 


31 


43 


22 


22 


35 


42 


34 


21 


33 


45 


31 


33 


12 


35 


53 


12 


23 


22 


53 


31 


23 


22 


23 


35 


24 


34 


11 


33 


31 


42 


41 


12 


43 


23 


24 


41 


22 


44 


34 


35 


13 


23 


34 


44 


55 


34 


434 


552 


520 


575 


494 



6 . 


7 . 


8 . 


9 . 


10 . 


12 


34 


23 


11 


54 


23 


54 


32 


12 


55 


33 


44 


21 


21 


45 


32 


34 


11 


22 


43 


21 


32 


12 


23 


23 


11 


12 


23 


21 


32 


12 


11 


22 


11 


23 


21 


23 


22 


22 


21 


14 


32 


34 


23 


23 


22 


34 


33 


43 


32 


23 


33 


34 


44 


33 


33 


43 


45 


43 


34 


32 


44 


54 


34 


44 


22 


55 


45 


44 


43 


21 


54 


44 


45 


44 


11 


43 


34 


23 


45 


343 


582 


489 


442 


594 


16 . 


17 . 


18 . 


19 . 


20 . 


45 


44 


32 


12 


23 


55 


43 


43 


23 


21 


42 


45 


44 


11 


12 


31 


34 


34 


12 


12 


33 


35 


33 


45 


24 


33 


32 


44 


33 


45 


11 


22 


43 


35 


42 


13 


23 


33 


54 


22 


34 


22 


35 


43 


33 


44 


23 


45 


21 


31 


45 


45 


43 


22 


32 


53 


45 


34 


23 


35 


33 


43 


44 


34 


45 


31 


34 


43 


44 


43 


34 


42 


34 


43 


45 


42 


42 


13 


44 


43 


579 


574 


597 


499 


508 



To the Teacher: Dictate numbers such as 34, 54, 31, etc. Tap for rhythm and have pupils follow 
the chart as they change from one number to another. This is an easy way to develop correct 
fingering and rhythm. 



Lesson 3. 



ADDITION EXERCISES 

In touch addition never go above the 5-key; combine numbers for 6, 7, 8 and 9 as 
follows: 

To add 6 depress 3 and 3 
To add 7 depress 3 and 4 
To add 8 depress 4 and 4 
To add 9 depress 4 and 5 

Always depress the 3 before the 4 for a 7 and the 4 before the 5 for a 9. This is 
following the natural order and the student will soon realize the value of adhering 
to correct fingering. 



Add the following very slowly; verify by adding again. 



1 . 


2. 


3. 


4. 


5. 


6. 


7. 


8. 


9. 


10. 


23 


32 


43 


34 


12 


48 


67 


45 


12 


23 


36 


63 


37 


73 


63 


73 


43 


39 


26 


64 


43 


34 


84 


48 


24 


45 


77 


73 


37 


75 


48 


84 


38 


83 


37 


94 


65 


26 


49 


93 


35 


53 


49 


94 


83 


26 


95 


58 


94 


38 


49 


94 


54 


45 


65 


73 


48 


48 


73 


47 


43 


34 


83 


38 


49 


24 


64 


95 


62 


59 


36 


63 


36 


63 


88 


39 


23 


89 


21 


86 


42 


24 


88 


24 


94 


83 


72 


56 


15 


35 


22 


24 


34 


24 


37 


39 


48 


26 


26 


59 


43 


38 


12 


45 


95 


23 


73 


64 


64 


57 


63 


45 


48 


77 


65 


89 


47 


68 


68 


72 


78 


85 


67 


73 


26 


21 


39 


38 


38 


26 


52 


52 


12 


37 


49 


86 


94 


47 


47 


17 


34 


46 


23 


75 


93 


46 


72 


25 


25 


29 


n. 


12. 


13. 


14. 


15. 


16. 


17. 


18. 


19. 


20. 


53 


27 


48 


16 


25 


49 


84 


92 


21 


49 


68 


38 


47 


25 


92 


52 


31 


34 


33 


55 


95 


49 


63 


37 


14 


34 


21 


78 


74 


34 


74 


56 


84 


29 


52 


23 


12 


12 


96 


42 


83 


75 


93 


53 


71 


54 


45 


42 


63 


21 


39 


94 


32 


41 


42 


43 


98 


34 


81 


54 


57 


72 


26 


17 


35 


45 


74 


98 


42 


34 


46 


13 


82 


29 


92 


25 


63 


63 


93 


75 


23 


67 


14 


92 


25 


31 


61 


82 


82 


89 


48 


63 


48 


43 


92 


13 


42 


31 


34 


43 


16 


84 


16 


73 


52 


45 


38 


52 


78 


12 


25 


37 


25 


43 


24 


55 


96 


46 


95 


24 


38 


32 


92 


39 


35 


88 


77 


75 


48 


64 


47 


26 


63 


24 


26 


14 


34 


41 


34 


78 


25 


24 


37 


36 


84 


48 


45 


52 


75 


31 
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Lesson 4. 



ADDITION EXERCISES 

Carelessness in reading numbers is often the cause of errors. 

Practice very slowly on the following. Keep the eyes constantly on the figures you are adding. 
If the keyboard locks, it is signalling a partial key-stroke error. Give each key a full stroke. 



1 . 

89 

73 

35 

98 

54 

23 

48 

73 

31 

48 

78 

34 

61 

78 

48 

45 

73 

84 

54 

50 



2 . 

72 

34 

68 

75 

93 

86 

34 

21 

55 

45 

83 

42 

31 

13 

31 

37 

48 

45 

70 

63 



3. 

75 

83 
96 
29 

84 
63 
84 
26 
75 
45 
98 
93 
70 
21 
12 
82 
34 
79 
21 
44 



4. 

29 

83 
45 
75 
90 
45 
96 

84 
21 

74 
35 

75 

32 
26 
52 
29 
88 
41 
12 

33 



5. 

88 

96 

30 

24 

21 

75 

34 

96 

11 

21 

34 

84 

75 

80 

48 

83 

57 

92 

68 

40 



6 . 

41 

51 

32 

98 

41 

42 
63 
96 
42 
80 
75 
29 
73 
96 
59 
90 
13 
22 
81 
26 



7. 

28 

31 

40 

64 

98 

35 

13 

70 

22 

44 

45 
91 
30 
96 
59 
73 
30 
98 
54 
17 



8 . 

56 

48 

17 

90 

17 

74 
64 
24 
68 
71 
30 
34 
73 
24 

42 
28 
60 

75 

43 
21 



9. 

25 

20 

34 

75 

34 

75 

24 

31 

70 

96 

75 

21 

95 

31 

13 

57 

22 

80 

21 

15 



10 . 

82 

12 

96 

70 

34 

22 

96 

34 

21 

70 

34 

35 
34 
22 
57 
10 
27 
34 
48 
13 



n. 

24 
43 
61 

32 
98 
70 
64 
35 
75 
12 
67 
98 
14 
90 
35 

33 
75 
84 
60 

25 



12 . 

96 

31 

42 

75 

34 
63 

35 
10 
31 
98 

36 
45 
13 
10 
56 
75 

37 
62 
80 
52 



13. 

43 

81 

63 

56 
80 
12 
36 
71 
42 
92 
32 
48 
31 
40 
53 
84 
48 

25 

57 

26 



14. 

53 

29 

43 

43 

59 

95 

20 

56 

36 

42 

31 

67 

84 

45 

80 

62 

45 

21 

92 

48 



15. 

45 

31 
13 

32 
30 
54 
92 
54 
23 
34 
15 
98 
29 
92 
52 
25 
70 
44 
68 
57 



16. 

29 
17 
26 
72 
57 
59 

30 
86 
25 
75 
55 
93 
24 
30 
47 
45 
63 
29 
40 
33 



17. 

14 

53 

25 

10 

59 

75 

34 

25 

29 
47 
45 

30 
96 
47 
45 
73 
82 
80 
95 
57 



18. 

66 

58 

19 
92 

20 
21 
49 
29 
21 
21 
45 
12 
67 

40 

59 
84 
29 

41 
13 
22 



19. 

54 

98 

13 

20 

25 
53 

53 
43 
50 
31 

26 
13 
84 
45 
93 

54 
34 
10 
22 
88 



20 . 

23 

53 
90 

54 
63 
75 
96 
90 
75 
14 
42 
53 
34 
67 
12 
50 
79 
33 
81 
20 
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Lesson 5. 



ADDITION EXERCISES 



Bad habits in the beginning will cause trouble later. Correct fingering leads to accuracy and 
speed. Never sacrifice accuracy for speed. 



1. 


2. 


3. 


4. 


5. 


6. 


7. 


8. 


9. 


10. 


43 


45 


46 


89 


42 


35 


29 


34 


20 


29 


82 


31 


97 


32 


67 


12 


25 


14 


18 


33 


63 


22 


25 


19 


29 


31 


48 


59 


72 


46 


56 


60 


30 


24 


63 


47 


14 


25 


20 


75 


36 


43 


71 


46 


48 


59 


53 


42 


34 


57 


28 


47 


43 


12 


20 


24 


25 


49 


95 


73 


45 


17 


24 


21 


41 


23 


90 


23 


42 


30 


28 


13 


52 


14 


36 


54 


43 


34 


49 


67 


24 


81 


35 


41 


94 


13 


66 


50 


62 


25 


25 


15 


92 


79 


54 


95 


84 


48 


58 


46 


45 


24 


86 


31 


73 


72 


80 


39 


55 


20 


64 


31 


45 


24 


44 


96 


22 


64 


64 


22 


73 


29 


20 


63 


29 


73 


96 


71 


73 


96 








ViM* 


v-io 












n. 


12. 


13. 


14. 


15. 


16. 


17. 


18. 


19. 


20. 


84 


35 


43 


25 


79 


13 


13 


14 


89 


36 


25 


79 


13 


82 


94 


14 


41 


12 


23 


43 


43 


94 


15 


92 


96 


83 


83 


83 


21 


51 


33 


86 


84 


49 


70 


46 


12 


62 


43 


94 


21 


38 


75 


76 


53 


60 


21 


63 


13 


28 


75 


64 


78 


21 


21 


42 


50 


14 


32 


30 


78 


84 


68 


31 


53 


29 


43 


14 


32 


30 


60 


95 


30 


89 


30 


41 


57 


49 


54 


63 


35 


80 


79 


24 


48 


27 


26 


79 


36 


59 


79 


95 


94 


70 


53 


53 


43 


21 


50 


42 


50 


29 


55 


81 


22 


59 


55 


55 


29 


86 


64 


83 


92 


49 


93 


63 


93 


86 


61 


39 


73 


46 


73 


62 


84 


70 


61 


73 


74 


40 


21. 


22. 


23. 


24. 


25. 


26. 


27. 


28. 


29. 


30. 


65 


14 


36 


25 


46 


85 


39 


98 


98 


23 


19 


13 


72 


16 


52 


79 


74 


31 


64 


39 


21 


63 


14 


31 


21 


27 


45 


24 


32 


46 


49 


95 


21 


62 


26 


46 


54 


98 


45 


21 


65 


29 


94 


46 


95 


32 


32 


53 


57 


12 


84 


57 


95 


31 


84 


54 


98 


74 


32 


33 


14 


89 


42 


89 


53 


60 


34 


74 


32 


34 


14 


35 


76 


90 


96 


27 


43 


25 


12 


64 


90 


62 


14 


41 


17 


42 


52 


43 


22 


20 


41 


46 


87 


54 


95 


52 


60 


12 


74 


64 


96 


89 


34 


59 


89 


26 


92 


58 


39 


29 


54 


64 


90 


64 


63 


83 


75 


64 


84 


63 


23 


72 


75 


73 


74 


45 


31 


71 


10 


71 
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Lesson 6. 



THE CONTROLLED-KEY 
In Addition 

The important points stressed in the first adding lessons have been key location 
and a full rhythmic stroke with the result that a fair amount of speed on two- 
figure adding has been acquired. 

Success in the business world depends largely upon speed on all computations 
plus a very high degree of accuracy. 

To insure operating accuracy, the Comptometer is equipped with a mechanical 
locking device, known as the controlled-key, which gives instant signal when a 
partial key-stroke error has been made. A key that cannot be depressed is a warning 
of an incomplete key-stroke and, if not corrected, will result in a wrong answer. 

TO MAKE A CORRECTION 

When a key is found locked in adding, always go back and try to depress the last 
key operated. (There is never an exception to this rule.) 

RULE 1." If this key can be depressed, touch the red 
correction key and continue the addition, starting on the 
key that locked and signalled the error. 

each of the smaller numbers a partial 



Locked! Go back! 



11 ? 

How do you find the error? How do you make the correction? 

Suggestion for oral drill: “When I came to the 4 I found it locked. I went back to 
the 3 and gave it a complete stroke — touched the correction key and continued 
with the addition beginning with the 4. 



In the following column intentionally give 
key-stroke and correct. 
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Lessor 7. 



THE CONTROLLED-KEY 
On 

Combination Numbers 

Sixty per cent of the value of the Controlled-Key is in the instant and positive 
signal of an error; the other forty per cent lies in the operator’s ability to correct 
the error without having to re-add. 

As the student becomes proficient on the machine he will readily appreciate the 
value of making a correction when the error signal is given. 

TO MAKE A CORRECTION 

When a key is found locked in adding, always go back and try to depress the last 
key operated. (There is never an exception to this rule.) 

RULE 2. If the last key operated is found locked, the 
error was made on the preceding key in the same column. 

Touch the red correction key and again depress the key 
where the error was made. Then continue the adding, 
starting on the key that signalled the error. 

In the following column intentionally give each of the smaller numbers a partial 
key-stroke and correct. 




How do you.find the error? How do you make the correction? 

Suggestion for oral drill: “When I came to the 5, I found it locked. I went back 
to the 4 of the 7 and found it locked. This told me the error was made on the 3. I 
touched the correction key; added the 3 and continued with the addition starting 
with the 5.” 

NOTE: If the key “preceding the last” is larger than the “last key operated” 
cancel and re- add. 
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